
Attendance & Enrollment 

   Idaho State Department of Education 



PROVIDED BY THE IDAHO STATE DEPARTMENT OF EDUCATION 

  School Age (I.C. 33-2001)  
 

“School Age” is defined as including all persons resident 
of the state, between the ages of five (5) and twenty-one 
(21) years.  The age of five years shall be attained when 
the fifth anniversary of birth occurs on or before the first 
day of September of the school year in which the child is 
to enroll in kindergarten.  
 
The Attorney General states that once the child is 
properly enrolled, it is within the discretion of school 
officials thereafter to change that placement if it is in the 
child’s best interest.  
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 For Kindergarten 
Two and one-half (2.5) or more hours of instruction (excluding lunch 
periods, breaks, passing time, recess, etc.,) is a full session of attendance.  

 

For Grades 1-12 
Four (4) or more hours of instruction (excluding lunch periods, breaks, 
passing time, recess, etc.,) is a full day of attendance. 
 
 

A school day may be counted as a “day in session” when the school is 
open and students are present and under the guidance and direction of 
teachers in the teaching process.  

                                                        (IDAPA 08.02.01) 
 
 

 
  

A Full Day/Session of Attendance 

Please be advised that Alternative Learning Environment- 
cannot count student attendance  when that student is on 

vacation with a parent , or in a foreign country. 



Preschool Students: 

• Kindergarten students who are of 
Kindergarten Age, who are recommended to 
be in a Preschool program, are reported as 
preschool students 

– Report them as preschoolers  

• Higher unit divisor for these students. 
– 14.5 instead of 40. 

ISEE Reporting: identify them at grade level = PK 
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A Half Day/Session of Attendance 

• For Kindergarten 

– There is no half session.  Any session that is less than two 
and one-half (2.5) hours is recorded as a vacation session. 

• For Grades 1-12 
– At least two and one-half (2.5) hours, but less than four (4) 

hours of instruction is recorded as a half day (.5). 

– Less than two and one-half (2.5) hours is recorded as a 
vacation day. 

 
                                                           (IDAPA 08.02.01) 
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                 Kindergarten Attendance 

• For half day kindergarten students who attend either a 
morning session schedule 1 or an afternoon session 
schedule 2,  their daily attendance will be reported as a 
0.5 each day of attendance and their calendar will also 
be a 0.5 for each day. 
 

• For kindergarten students who attend full days both 
the morning and afternoon session their daily 
attendance will be a 1.0 each day of attendance and 
their calendar will also be a 1.0 each day.   
 

• It is important to set up your calendars to match your kindergarten 
attendance schedules. 

 
                                                            



Kindergarten Schedule 

• Use the Kindergarten Schedule code that reflects 
how the kindergarten students are attending. 

• A separate calendar must be assigned in ISEE for 
each schedule within a building. 

• Do not combine students who are attending 
different schedules on one calendar. 

1)  AM only - every day 4)  M,W, every other F (2 sessions/day)

2)  PM only - every day 5)  T,Th, every other F (2 sessions/day)

3)  Wk 1 - M,W,F and 6)  AM & PM (same students) - every day(full day) - every day 

      Wk 2 - T, Th (2 sessions/day) 7 & above)  all other schedules

Kindergarten Schedule Numbering System



Only Three Settings on this Switch! 

• 4 or more hours is a 1.0 

 

• 2.5 to 3.99 hours is a .5 

 

• 0 to 2.49 Hours is a 0 

For grades 1 – 12 

Tardy and part-time 
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Aggregate Attendance & ADA 

• Aggregate Attendance is the cumulative total 
of students physically present that week.    

– Reported daily attendance will be aggregated by 
the week and reporting period. 

• ADA - the aggregate number of days enrolled 
students are present, divided by the number 
of days of school…” I.C. 33-1001 

 

 
Note: No student shall generate 
more than one (1.0) ADA. 
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Homebound Students 

• (I.C. 33-1003A) A homebound student is any student who would 
normally and regularly attend school, but due to illness or accident 
that necessitates an absence from school for more than ten (10) 
consecutive school days, the school district may include 
homebound students in its total attendance, provided that 
academic instruction has been given by appropriate certified 
professional staff employed by the district.   
– Typically medical reason and or doctor driven   

• Note:  Beginning on the eleventh (11) homebound day and 
thereafter, the student may be included in the total aggregate 
attendance. 
– Books and assignments are sent home and you will keep reporting  

them in full attendance until they are released by the doctor to return 
to school 
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Detention Center  
Attendance 

• The approved Juvenile Detention Center will 
report attendance on these students, as the 
students are under the instruction and guidance 
of a certificated instructor at the Juvenile 
Detention center 
– While the student is in the Detention Facility and not 

present in the school, you will NOT record attendance 
at the district school or Charter School while they are 
at the Detention Facility 

– Students detected for double attendance will be 
reduced to 0 and the benefit will go to the Detention 
Facility 
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        Early Graduates 

 
1) Report continued Attendance on four year students who 

graduate early to get continued funding: 
– Students who graduate mid school year of their senior year (by 

December & have petitioned the board to graduate early)  
– Students on Mastery Advanced Placement Program (MAPP) 
– Dual Credit for Early Completers   
– 8 in 6 program participants 

 
• Create attendance in the second semester based on their 

first semester’s attendance (will not be perfect 
attendance).  Use course code 86000 Early Graduate, any 
certified staff can be assigned using code 86000, not HQT.  
At end of year must have exit code 4A Regular Graduate 
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             Attendance for Graduates 

Released Early  
 The instructional time requirement for 12th 

grade students may be reduced by action of a 
local school board for an amount of time not 
to exceed eleven (11) hours of instruction 
time. (I.C. 33-512) 

For those students released early due to 
graduation, please record their  

    attendance as the average weekly  

    attendance prior to graduation.  
 



Public Dually Enrolled 
• A Public dually enrolled student is any student attending more than one traditional public 

school, public charter school or public virtual school. 

– It is up to the two public schools to work out how the ADA will be divided and or to set 
up tuition agreements. 

• Note: You must use a Regular Calendar and report time in .5 and 1.0 following the 
rules of daily attendance reported using 2.5 hours and up to 3.9 hours = .5 and 4.0 
hours and greater = 1.0 day of attendance.  

– It is important to exit your students and not report attendance when the student is not 
there. 

– Be careful to not identify a student as a homeschooled or private schooled student, 
when they are dually enrolled in another district and or charter and not identified as a 
homeschool or private school student. 

• Note: any student aggregating to greater than 1 ADA and is identified as a 
homeschool or private school student by the other district, will result in the 
district who identified them as private/homeschooled losing their reported 
attendance and or  advantage of the reported attendance. 

• Note:  No student shall generate more than one (1.0) ADA.  

• ISEE reports: Allocated Enrollment and Greater than 1 ADA report allow each district to 
identify these students by EDUID assignments, Enrollment and Attendance. Please run these 
reports after the submission period deadlines, to quickly  correct misreported attendance. 
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Homeschoolers or Non Public 
Dually Enrolled Students 

• Those students who are not educated in a public school and who also attend 
classes at a public school are considered dually enrolled students. 

• A dually enrolled student must attend at least two and one half (2.5) hours per 
week to be included in the school’s weekly aggregate attendance. 

  Example 
Sally, a home instructed student, enrolls in music 
class that is held for 55 minutes, 5 days a week and 
she attends class all week: 
Total minutes of attendance (55 minutes x 5 days) = 275 

Total hours of attendance (275 divided by 60) = 4.58 

Aggregate hours of attendance (4.58 divided by 4) = 
1.15 rounds to 1.0 

Use a DR Calendar and 
report the students 
attendance in hours + assign 
an appropriate Grade Level  
and identify them as 
phSchool = yes 
 
Important: Grade level has 
to be assigned for 
attendance to be reported. 

VIP 

WOW 



Homeschool/Private School Students 

For all other special circumstances regarding Special Ed, 
Homeschooled/Private Schooled students, please contact Shannon or 
Pam 332-6840 for guidance. 
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.  

Other Types of Reporting    
 IDLA Attendance: 

 
Idaho Digital Learning Academy (IDLA) Students who 
take online classes from the state run program.  
1) Add and include these hours to your student’s daily 

hours.   
2) For Private/Home School students, use a DR 

Calendar & report instruction hours for attendance 
to the tenth and the calendar must show maximum 
instructional hours for the day. 

  



Alternative School Programs 

Alternative School Programs: 
• Calendar Type A: attendance for Alternative 

Secondary School must report instructional 
hours for attendance to the tenth and the 
calendar must show maximum instructional 
hour for the day. 

• Hours are converted into ADA. 
• Full Time Equivalent is based on 25 hours a 

week. 

 



Regular Alternative Secondary School 
Programs  (IDAPA 08.02.03.110: I.C. 33-1002: 33-1002C:and 33-1002F) 

 

• State funding of alternative secondary school 
programs conducted during the regular school 
year should be limited to those that enroll 
enough properly identified At-Risk secondary 
students to ensure  twelve (12) or more full-time 
equivalent students for the school year (one full-
time equivalent is based on twenty-five (25) 
hours per week).  A full-time equivalent At-Risk 
Youth is a student (or combination of students) in 
attendance for nine hundred (900) hours for 
grades 7-12 (excluding breaks, lunch hours, 
passing time, etc.) during the school year.   



a.  Has repeated at least one (1) grade 

b.  Has absenteeism that is greater than ten 
percent (10%) during the preceding semester. 

c.  Has an overall grade point average that is less 
than 1.5 (4.0 scale) prior to enrolling in an 
alternative secondary program. 

d.  Has failed one (1) or more academic subjects. 

e. Is two or more semester credits per year 
behind the rate required to graduate. 

 

 

 

An At-Risk youth is any secondary student (7-12 
grade) who meets any three of the following 
criteria (a-e) (IDAPA 08.02.03.110) 

 



At-Risk Students 
or any one of subsection f through l.     

 (IDAPA 08.02.03.110) 
 f. Has substance abuse behavior. 

g.  Is pregnant or a parent. 
h.  Is an emancipated youth. 
i.  Is a previous dropout. 
j.  Has serious personal, emotional, or medical 

problems. 
k.  Is a court or agency referral. 
l.  Upon recommendation of the school district 

as determined by locally developed criteria for 
disruptive student behavior. 

 



Alternative School Programs require 
Approval from SDE each year to 

operate 
• To qualify for alternative secondary school 

program funding, school districts shall make 
initial application on forms approved by the 
State Department of Education and must 
receive the approval of the State 
Superintendent of Public Instruction. 
– Due date is April 30th for Alternative Summer 

School programs 

– Due date is July 1st for Regular Alternative School 
programs 



Support Unit Calculation 
I.C. 33-1002 

COMPUTATION OF SECONDARY SUPPORT UNITS 
Average Daily Attendance Minimum 

Attendance Divisor Units Allowed 

750 or more...................  18.5................ 47 

400 - 749.99 ADA .......... 16................... 28 

300 - 399.99 ADA. . . . . . 14.5................ 22 

200 - 299.99 ADA .......... 13.5................ 17 

100 - 199.99 ADA .......... 12................... 9 

99.99 or fewer .............. Units allowed as follows: 

Grades 7 - 12 ....................... 8 

Grades 9 - 12 ....................... 6 

Grades 7 - 9 ....................... 1 per 14 ADA 

Grades 7 - 8 ....................... 1 per 16 ADA 
  

COMPUTATION OF ALTERNATIVE SCHOOL 

SECONDARY SUPPORT UNITS 
Pupils in Attendance Attendance Divisor Minimum Units Allowed 

12 or more ..................... 12. .................. 1 or more as computed 
  

 

Must have an Average 

Daily Attendance of 12 

or more to us the divisor 

of 12.  Not enrollment 

of 12. 



• Submit application to SDE prior by due date 
and gain approval. 
– https://www.sde.idaho.gov/site/alternative_scho

ols/ 
• Contact:  Michelle Clement Taylor 332-6963  

mtaylor@sde.idaho.gov 

• Only grades 7-12 are funded. 

• Programs must be approved before they will 
be funded. 
– This also includes Summer Alternative School Programs 

 

Before Running an Alternative 
Secondary Program 

mailto:mtaylor@sde.idaho.gov


Calculating Adjusted Aggregate 
Average Daily Attendance (ADA) 

for Alternative Secondary 
 

• In the ISEE uploads attendance for Alternative Secondary School must 
report instructional hours in the attendance to the tenth and the calendar 
must show maximum instructional hour for the day. 

• Hours are converted into ADA. 
• Remember Full Time Equivalent is based on 25 hours a week.  
 
To Calculate Units for Regular Alternative School Program: 
Divide the calculated ADA by the unit divisor of  12 (need at least 12 students) 
 
Example 4 day a week program: 
Total aggregate student hours             9,253.50  
Days in Session                                   ÷     35   
Total Hours                                                                               264.39 
Divide by 4 day program                                                       ÷  6.25   (5 day substitute 5) 
ADA                                      42.30 
Divide ADA by a divisor of 12                                                ÷     12                  
Support Units Generated      3.53 

 



• State funding for alternative secondary school 
summer programs shall be limited to those 
that provide a minimum of two hundred 
twenty-five (225) hours of instructional time, 
(excluding breaks, lunch hours, passing time, 
etc.).  A full-time equivalent summer session 
At-Risk Youth is a student (or combination of 
students) in attendance for two hundred 
twenty-five (225) hours during the summer 
session 

Summer Alternative Secondary 
School 



Summer Alternative Secondary 
Unit Calculation 

To find Average Daily Attendance (ADA) for Summer 
Take the total aggregate summer hours of attendance, divide by 225 
(Full Time Equivalent for summer alternative programs) 
 
To Calculate Units for Summer 
Divide the calculated ADA by the unit divisor of 40 
 
Example: 
Total aggregate student hours for the summer          29714 
Divide it by Full Time Equivalent 225                                ÷ 225   
Aggregate ADA                                                                    132.06 
Divide by Unit Divisor of 40                                                  ÷ 40  
Number of Units for Summer Program                               3.30 
 



Summer School Reporting 

• All Summer school programs need to be 
submitted with the following 

– August Manifest – no cumulative uploads 

– Use Your Summer School Program Number (not 
the regular school year number)  

– Unique Calendar ID (ID cannot be used any other time) 

• Summer Alternative Calendar Type = SA  + report in hours 

• Summer Detention Calendar Type = SR + report in days 

• Summer Remediation Calendar Type = SR + report days 
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RECORDING ATTENDANCE 
 

Recording Attendance at the Building Level = Uniform reporting (I.C. 33-120) 
The state superintendent of public instruction shall prescribe forms and 
format for uniform accounting for financial and statistical reports and 
performance measurements to provide consistent and uniform reporting by 
school districts. 

  
SDE Recommends; that attendance records should be maintained and kept on 
file at each school building.  Each Classroom Teacher should be recording 
Elementary attendance twice daily (a.m. and p.m.) and Secondary attendance 
should be recorded for each class period throughout the day.   
  
SDE Recommends; that attendance should be reviewed daily and audited 
weekly by building personnel to insure proper attendance reporting to the 
State Department of Education. 
.  



Dropouts  

• Please Review the Attendance and Enrollment 
Manual Dropout Summary” 

• Major Points 
 Home instructed students, students who transfer or 

move out of the country and GED students who 
complete a district run or tracked program are no 
longer considered dropouts.  

 

 The twelve-month dropout reporting period is from 
the Monday following the first Friday in November to 
the first Friday in November of the following year.  



Dropout Exit Codes 

The following codes used in ISEE will be counted as 
dropout 

• 3A  Dropped Out 

• 3B  Reached Maximum Age 

• 3C  Removed Without Choice and Not Expected to Return 

• 3D  Enrolled in Adult Ed, but has not completed GED 

• 3E  Unknown 

• 5E  Temporarily Withdrawn 

• Codes 1C, 4D and 5D are not valid for Idaho and if used 
will be combined with 3A as dropout. 



Miscellaneous 
 

Foreign Students  
A foreign student is any student who comes from another country and is not a legal resident of the 

State of Idaho or United States of America.  Foreign students who are attending school in an 

Idaho school as part of a foreign exchange student program, can be counted in attendance for 

funding proposes.  Foreign students who are not part of a foreign exchange program and attended 

school in Idaho, must pay tuition and cannot be counted in attendance for funding proposes (I.C. 

33-201). 

Saturday or After School Classes 
Saturday or after school classes can not be use to make up an absence from a prior day.  State 

Board Rules Governing Administration 08.02.01.250.05 states; “A day of attendance is one in 

which a pupil is physically present for the full day under the guidance and direction of a 

teacher…”  
 

Public Virtual Charter School Attendance (33-5208(8)(b)) 
 
Each student in attendance at a public virtual school shall be funded based upon either the actual 

hours of attendance in the public virtual school on a flexible schedule, or the percentage of 

coursework completed, whichever is more advantageous to the school, up to the maximum of one 

(1) full-time equivalent student. 

 

SDE recommends; that attendance documentation be maintained for each student attending a 

public virtual school and have written policy on how they will track attendance for state 

reporting. 

 

Note: If actual hours of attendance is being used, then all regular attendance laws and rules apply. 
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Data Monthly Submission 
Schedules for SY2014-2015 

Deadline:
School Finance Data 

Deadlines for Payments

Midnight on Midnight on

ISEE Jul 2014 06/07/2014 - 07/04/2014 07/04/2014 - 07/18/2014 7/18/2014

ISEE Aug 2014 07/05/2014 - 08/01/2014 08/01/2014 - 08/15/2014 8/15/2014

ISEE Sep 2014 08/02/2014 - 09/05/2014 09/05/2014 - 09/19/2014 9/19/2014

ISEE Oct 2014 09/06/2014 - 10/03/2014 10/03/2014 - 10/15/2014 10/15/2014

ISEE Nov 2014 10/04/2014 - 11/07/2014 11/07/2014 - 11/21/2014 11/21/2014

First Reporting 

Period

First Day of School - First 

Friday in November including 

Summer

August - November 12/4/2014

FEB 15th Payment Deadline for 

First Reporting Period 

Attendance & Enrollment and 

Staffing Changes

ISEE Dec 2014 11/08/2014 - 12/05/2014 12/05/2014 - 12/19/2014 12/19/2014

ISEE Jan 2015 12/06/2014 - 1/02/2015 1/02/2015 - 1/16/2015 1/16/2015

ISEE Feb 2015 1/03/2015 - 2/06/2015 2/06/2015 - 2/20/2015 2/20/2015

ISEE Mar 2015 2/07/2015 - 3/06/2015 3/06/2015 - 3/20/2015 3/20/2015

First Reporting 

Period

First Day of School - First 

Friday in November including 

Summer

August - November 3/27/2015

May 15th Payment Deadline for 

First Reporting Period 

Attendance & Enrollment and 

Staffing Changes

ISEE Apr 2015 3/05/2015 - 4/03/2015 4/03/2015 - 4/17/2015 4/17/2015

ISEE May 2015 04/04/2015 - 05/01/2015 05/01/2015 - 05/15/2015 5/15/2015

First Reporting 

Period & Best 28 

Week Prelim 

Payment

First Day of School - First 

Friday in November including 

Summer/ All Weeks of 

Attendance

August - November & August -

May 1
5/29/2015

July 15th Payment Deadline for 

First Reporting Period 

Attendance & Enrollment and 

Staffing Changes & Best 28 

Weeks Payment

ISEE Jun 2015 05/02/2015 - 06/05/2015 06/05/2015 - 06/19/2015 6/19/2015

Best 28 Week 
All Weeks of school from first 

day of school through June 6
August -June 5 6/19/2015

July 15th Payment Deadline for 

Best 28 Week Attendance & 

Enrollment Changes

ISEE Jul 2015 06/06/2015 - 07/03/2015 07/03/2015 - 07/17/2015 7/17/2015
All other corrections will  be 

considered prior year Adjustments 

and made in the subsequent SY

ISEE Name Collection Period Submission Period



• February 15th, May 15th, July 15 

• Dates are reserved for payment snapshot data based on 
the following update dates 12/4, 3/27, 5/29, 6/19  

• Can now bring in files during freeze periods  
• All files will be updated within 2-3 business days after 

transmission during the freeze period 
• This means you can continue to upload files and see results, there is 

no longer a waiting for the time to open up 
• Units and data will continue to update as if there is no freeze period, 

but 2-3 business day rules apply and payments will be based on the 
above correction dates.  

• Please remember to not miss your submission deadlines. 

 

• After December 4th, limitation apply for corrections to Staffing  
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Data Updates & Black Out 
Dates (New timelines and Info) 



Setting your Calendar 

A “Day of No” attendances is better than a “Bad Day” 
of attendance. 

Keep track of which days historically are bad days of 
attendance and plan your school calendar 
accordingly 
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First Reporting Period: Ends the first Friday in November 
It is the aggregate attendance from the first day of school to the 
first Friday in November.  First reporting Period units drive 
salary and benefit apportionment. 

End of Year: 
The Best 28 Weeks of attendance is calculated and it drives the 
distribution factor. 



Importance of Calendar Setting! 

• Calendars drive your ADA calculations 
• If days are not right, ADA will not be right 
• If ADA is not right, then units will not be right 

• Actual reported attendance days have to 
coincide with calendar attendance days 

• CAUTION: Changing calendars results in ADA 
calculation errors! 

• Calendars are the control record driving your 
unit calculations 
• It is difficult to make changes to a calendar 

once you have established it as valid  
 



Grade Groups 

• Kindergarten 

• Elementary (grades 1-6)  

• Secondary (grades 7-12) 

• Alternative Secondary School (grades 7-12) 

• Summer Alternative Secondary (grades 7-12) 

• Juvenile Detention Centers 

• Summer Juvenile Detention Centers  

      (I.C. 33-1002) 

All calendars must have the same start and end dates assigned 
by grade grouping – you cannot have differing start dates.   

You cannot have one first grade school start a week later, as this will negatively 
affect your ADA and units.  The Calendar has to be the same for each grade group 
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Average Daily

Attendance Attendance Divisor Units Allowed

41 or more………………….40 ……………………….. 1 or more as computed

31 ---  40.99 ADA………….--- ……………………….. 1

26 ---  30.99 ADA………….--- ………………………..   .85

21 ---  25.99 ADA………….--- ………………………..   .75

16 ---  20.99 ADA………….--- ………………………..   .6

8 ---  15.99 ADA………….--- ………………………..   .5

1 ---    7.99 ADA………….--- ……………………….. count as elementary

Average Daily

Attendance Attendance Divisor Minimum Units Allowed

300 or more ADA …………………………………………. 15   

…. 23 ...grades 4,5,& 6…… 

…. 20 ...grades 1,2,& 3…… 

160  to 299.99 ADA 20 …………………….. 8.4

110 to 159.99 ADA 19 …………………….. 6.8

71.1 to 109.99 ADA 16 …………………….. 4.7

51.7 to 71.09 ADA 15 …………………….. 4.0

33.6 to 51.69 ADA 13 …………………….. 2.8

16.6 to 33.59 ADA 12 …………………….. 1.4

.01 to 16.59 ADA n/a …………………….. 1.0

Average Daily

Attendance Attendance Divisor Minimum Units Allowed

750 or more…………………18.5.………………………….. 47

400 --- 749.99 ADA………..16.……………………………. 28

300 --- 399.99 ADA………..14.5.………………………….. 22

200 --- 299.99 ADA………..13.5.………………………….. 17

100 --- 199.99 ADA………..12.……………………………. 9

     99.99 or fewer Units allowed as follows:

Grades 7--12………  …………………….. 8

Grades 9--12………  …………………….. 6

Grades 7--  9………  …………………….. 1 per 14 ADA

Grades 7--  8………  …………………….. 1 per 16 ADA

Average Daily

Attendance Attendance Divisor Minimum Units Allowed

14 or more………………….14.5 ……………………….. 1 or more as computed

12 --- 13.99………………. --- ……………………….. 1

8 --- 11.99………………. --- ………………………..   .75

4 ---   7.99………………. --- ………………………..   .5

.01 ---   3.99……………… --- ………………………..   .25

Pupils in Attendance Attendance Divisor Minimum Units Allowed

12 or more………………….12 ……………………….. 1 or more as computed

COMPUTATION OF KINDERGARTEN SUPPORT UNITS

IDAHO CODE 33-1002 (4)

COMPUTATION OF ALTERNATIVE SCHOOL SECONDARY SUPPORT UNITS

COMPUTATION OF EXCEPTIONAL SUPPORT UNITS

COMPUTATION OF SECONDARY SUPPORT UNITS

COMPUTATION OF ELEMENTARY SUPPORT UNITS

Support unit 

Calculation Table 

 

ADA, assigned  

Divisors, & 

conversion to 

Units 



    Calendar Issues to Avoid 

• Changing Calendar Types from month to month 
• Example: Calendar ID 123 Calendar Type R gets submitted Sept, Oct, 

Nov uploads Jan upload it gets changed to A   

• Using the same calendar number type for summer 
and regular programs – do not reuse calendars 

• Using differing calendar schedules within grade 
grouping 
• Negatively affects the total aggregate attendance 



More Helpful Calendar Information 
  

• Use Calendar Type A for Regular Alternative Schools and 
report in hours of attendance 

• Use Calendar Type SA for Summer Alternative Schools, 
use a unique Calendar ID separate from the regular 
Alternative School program 

• Use Calendar Type R for Detention Centers during the 
regular School year and use SR for summer school and a 
unique calendar ID and report in days of attendance, not 
hours. 

• Ensure your instructional hours match your attendance 
hours. 

 
                Entry and Exit date problems & attendance: 

Make sure your student is properly enrolled and present,         
and or exited and marked absent 



PROVIDED BY THE IDAHO STATE DEPARTMENT OF EDUCATION 

           

              
 

 
 

 

Attendance Problems & Solutions 
 

• Detention Centers & School Districts reporting 
attendance on the same day 

– Benefit goes to the Detention Center 

• Automatically adjusted when detected 

• Entry and Exit date problems & attendance 

– Make sure your student is properly enrolled and 
present, and or exited and marked absent 

• Benefit is an aggregated and split by each district 
– Automatically adjusted when detected  

 



 ISEE Errors & Warnings 

• Review and clear these up 
– Example: District A  inadvertently marked 180-220 

students as “Border Students”.  There were over 100 + 
Warnings with each upload  

• Border students attendance are automatically reduced from 
ADA and Exceptional Child Calculations 

• District A lost over 1.2 – 1.3 units each year for over two 
years (District was not near a bordering state) 

– Example: District B had over 100 + Errors - missing 
attendance records for two schools 

• District B lost over 18.77 units 

 

 



Emergency Closure  
Reporting Period

(1st period, 2nd period or 3rd period)

District #  District Name 

 For each emergency closure, show the number of instructional hours missed for each grade grouping.

 If the emergency closure was for 2 or more consecutive full days, show on one line the date(s) of the closure.

 Report instructional hours to 2 decimal place.

 Attach a copy of the school board minutes showing approval for each emergency closure stating the cause and duration.

Date(s)

Amount of 

Kindergarten 

Instructional

Hours Missed*

Amount of 

Grades 1-3 

Instructional

Hours Missed*

Amount of 

Grades 4-6 

Instructional

Hours Missed*

Amount of 

Grades 7-12 

Instructional

Hours Missed*

Please submit with the Attendance and Enrollment Reports.

Superintendent's Signature

*Be sure to reduce your instructional hours on your school calendars to reflect the closure.

 If the missed instructional hours in each grade grouping for all buildings in the district where the same, then fill one line listing "All".

Building Number 

or if

District Wide All

Cause for the 

Emergency Closure

CERTIFICATE OF CLOSURE

Emergency Closures Reporting 

2008 - 2009 

In compliance with I.C. 33-1003A, certify the cause and duration of each incident of emergency school closure.

The board of trustees shall certify to the State Department of 

Education the cause and duration of such closure 



Instructional Hours (I.C. 33-512) versus  
Attendance (I.C. 33-1003A)  

(I.C. 33-512) 
• You can reduce the minimum number of 

instructional hours by eleven (11) for emergency 
school closures due to adverse weather and 
facility failures. 

• For attendance and ISEE reporting:  record your 
school emergency closure on your calendar, and 
do not report attendance hours that day(s) 

If you have one school close in a grade grouping and that closure falls  
within the first reporting period, you can request a waiver and a waiver 
adjustment will be made for that school for it to not negatively affect 
your ADA 
 

 



Emergency Closure Cont. 
33-1003A 

 When school is closed, or if a school remains open but 
attendance is significantly reduced because of storm, 
flood, failure of heating plant, loss or damage to the 
school building, quarantine or order of any city, county 
or state health agency, or for reason believed by the 
board of trustees to be in the interests of the health, 
safety or welfare of the pupils, the board of trustees 
having certified to the state department of education 
the cause and duration of such closure or impacted 
attendance, the ADA for such day or days of closure or 
impacted attendance shall be considered as being the 
same as for the days when the school actually was in 
session or when attendance was not impacted. 
 



So what does this mean? 

Yes, you can have emergency closures due to 
reasons of health and safety issues.  You can not 
reduce the minimum number of instructional 
hours.  If the closure causes you to fall below the 
minimum you must make up those hours to reach 
the minimum. 

Even if the school is closed or remains open the 
board of trustees may submit in writing, a 
request to the SDE, Public School Finance to 
adjust the day(s) of the significantly impacted 
attendance.  It must state cause and duration in 
the request. 
 



What is Not Considered an Emergency 
Closure 

• The State Board of Education does not 
recognize a teacher strike or the withholding 
of service as sufficient cause to declare an 
emergency closure (IDAPA 08.02.01, 200). 

• Funeral services 

• State Tournaments 

• Construction Delays 

 



I.C. 33-1009(5) corrections within the succeeding three (3) year, may 
be corrected, payment may be made or withheld  
• New worksheet will be available on-line: 

https://www.sde.idaho.gov/site/finance_tech/forms.htm 
• Complete Worksheet and route to me so I am aware of it, and can 

schedule the payment adjustment. 
• If corrections received and processed and approved prior to October 

1, we will get payment adjustments made in February. 
• Remember that all prior year corrections will need to be made using 

use the version of ISEE that was used at the time. 
• Which is often in problematic 

• You will need to run your reports and demonstrate why the 
payment adjustment is required. 

PROVIDED BY THE IDAHO STATE DEPARTMENT OF EDUCATION 

Prior Year Corrections 

https://www.sde.idaho.gov/site/finance_tech/forms.htm
https://www.sde.idaho.gov/site/finance_tech/forms.htm
https://www.sde.idaho.gov/site/finance_tech/forms.htm


#1 Establish a good calendar, when you will have the most 
students present. 
#2  Have procedures in place to double check daily attendance 
#3 Record all information regarding the student 

Double check entry and exit date information 
#4 Run Allocated Enrollment & Greater than 1 ADA reports to 
catch dual enrolled students & establish tuition agreements 
#5 Make sure your ISEE calendars are set up properly and that no 
changes are required. 
#6 Do not procrastinate on making corrections 
#7 Have a designated person assigned to run attendance & 
enrollment Reports within 2-3 business days after transmission 
#8 Make sure to not miss a scheduled upload date 
#9 Ensure first reporting period data is correct before  
 December 4th 
 PROVIDED BY THE IDAHO STATE DEPARTMENT OF EDUCATION 

How can you get the most dollars? 



Unit Calculation 101 

The First Step to Calculating 

Funding 



PROVIDED BY THE IDAHO STATE DEPARTMENT OF EDUCATION 

   
 

 

  

Attendance and Enrollment  
Reports 

 

 



Unit Calculation Reports 
• Building Level 
• District Wide 
• Best 28 Week  
• Exceptional Child Unit Approval 
• Preschool Unit New Report 
Reports that Pull Data from Unit Calculation Reports 
• Current Year Support Unit Calculation  
• Prior Year Support Unit Calculation (Protection Qualification Report) 

General A&E Reports 
• Enrollment Report 
• Enrollment Detail Report 
• Preschool Detail Report New Report 
• Aggregated Attendance Detail Report 
• Greater than 1 ADA 
• Allocated Enrollment 
• EDUID Merger Report New Report 

 
 
 

PROVIDED BY THE IDAHO STATE DEPARTMENT OF EDUCATION 

Attendance & Enrollment Reports 



Greater Than One ADA Report 



Allocated Enrollment Report  

 



PROVIDED BY THE IDAHO STATE DEPARTMENT OF EDUCATION 

Net Enrollment Report 
 



Enrollment Detail Reports list by Grade, Student ID, 
Name,  & Total  by Grade. 



Aggregate Attendance Report 



PROVIDED BY THE IDAHO STATE DEPARTMENT OF EDUCATION 

BUILDING REPORT 
 

Calendar 
Schedule  

(ISEE calendar file) 

Aggregate 
Attendance 

(tie back to reported ISEE 
Attendance file and 

compare with Aggregate 
Attendance Detail by 

student) 
 

 
Aggregate 

Attendance/Days 
in Session = ADA 
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District Wide 

 
Shows all of your 
weeks aggregate 

attendance in date 
order 
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Exceptional Child Unit Calculation 

 
 

Calendar 
Schedule  

(ISEE calendar file) 

Aggregate 
Attendance 

(tie back to reported ISEE 
Attendance file and 

compare with Aggregate 
Attendance Detail by 

student) 
 

 
Allocated 
Elementary Fall 
Enrollment minus 
tuition equivalent 
students x 6.0% 

  
For Elementary ADA 
is split if greater 
than 300  

  
Allocated 
Secondary Fall 
Enrollment minus 
tuition equivalent 
students x 5.5% 

 
 

 
 

Enrollment is based on First 
Reporting  Period : Using Net 
Enrollment + any dual enrolled 
adjustments identified in  
Allocated Enrollment Reports  



New Preschool Unit & Detail Reports 

• New Preschool Detail 
Report -  

• Under construction, 
and available by May 
15th payment… 



Unit Calculation Reports 

Total of all 
buildings 
excluding 
separate 
and 
alternative 
schools 

Divide Adjusted ADA by Unit 
Divisor I.C. 33-1002 

Numbers from 
the Exceptional 
Child Unit 
Approval 
report 

Subtract Special Education from the 
Exceptional Child Unit Approval Report 



                                                Idaho State Department of Education 

 Page  133                                          Attendance/Enrollment System                                         

                                   Current Year Support Unit Calculation - School Year 2003/2004                          

                                                     Through Reporting Period 1 

                                      Second copy for district w/o Secondary Sped Ed Approvals 

     SCHOOL DISTRICT 

  

                                      Days/Sessions   Aggregate              Special    Adjusted     Unit      Support 

                                       Term  Best-28  Attendance     A.D.A. Education    A.D.A.    Divisor      Units 

                                     ------  -------  ----------  --------- ---------  ---------   -------     ------- 

  

 Elementary 1-6 Administrative        47.00              2,713.0      57.72     -7.80      49.92 /    13.0 =      3.84 

  

 Secondary Administrative             47.00              6,013.0     127.94               127.94 /    12.0 =     10.66 

  

 Exceptional Education 

  

    Exceptional Elementary                                                                  7.80 

                                                                                      ---------- 

       Exceptional Education Total                                                          7.80 /         =      0.50 Minimum 

  

  

 Separate Attendance Units, Alternative Secondary Schools, District-to-Agency Contracts, Border Contracts 

  

 103 ELEMENTARY SCHOOL       

    Kindergarten Separate             47.00                640.0      13.62                13.62 /                0.50 Minimum 

  

 103 ELEMENTARY SCHOOL       

    Elementary 1-6 Separate           47.00              1,840.5      39.16                39.16 /    13.0 =      3.01 

  

 491 ALTERNATIVE SCHOOL 

    Secondary              43.00             3,225.0      12.00                12.00 /    12.0 =      1.00 

                                                                                                             --------- 

                                                                                        Total Support Units      19.51 

                                                                                                             ========= 

  

                                                             Total Support Units (Rounded to nearest tenth)       19.5 

                                                                                                             ========= 

  

  

 

Without Exceptional Secondary 

We  use the 
calculation 
that gives 
the greatest 
benefit to 
the district. 
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Prior Year Support Units  
(Protection vs. No Protection) 

 

Example 1 
Protected 

Example 2 
Not Protected 
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Best 28 Weeks Report 



                                                Idaho State Department of Education 

 Page  1                                            Attendance/Enrollment System                                         

                                   Current Year Support Unit Calculation - School Year 2002/2003                           

SCHOOL DISTRICT 

  

                                                      Adjusted 

                                      Days/Sessions   Aggregate              Special    Adjusted     Unit      Support 

                                       Term  Best-28  Attendance     A.D.A. Education    A.D.A.    Divisor      Units 

                                     ------  -------  ----------  --------- ---------  ---------   -------     ------- 

  

 Elementary 1-6 Administrative       177.00   131.00     7,599.8      58.46     -8.28      50.18 /    13.0 =      3.86 

  

 Secondary Administrative            177.00   129.00    16,584.0     128.56     -7.81     120.75 /    12.0 =     10.06 

  

 Exceptional Education 

  

    Exceptional Elementary                                                                  8.28 

  

    Exceptional Secondary                                                                   7.81 

                                                                                      ---------- 

       Exceptional Education Total                                                         16.09 /    14.5 =      1.11 

  

  

 Separate Attendance Units, Alternative Secondary Schools, District-to-Agency Contracts, Border Contracts 

  

 103 ELEMENTARY SCHOOL       

    Kindergarten Separate            224.00   166.00     1,943.0      11.70                11.70 /                0.50 Minimum 

  

 103 ELEMENTARY SCHOOL       

    Elementary 1-6 Separate          177.00   130.00     4,732.0      36.40                36.40 /    13.0 =      2.80 

                                                                                                              

 491 ALTERNATIVE SCHOOL              177.00   130.00     1,560.0      12.00                12.00 /    12.0 =      1.00 

    Secondary 

        

                 --------- 

              Total Support Units      19.33 

                                                                                                             ========= 

  

                                                             Total Support Units (Rounded to nearest tenth)       19.3 

                                                                                                             ========= 

  

  

    Average Daily Attendance (A.D.A.)           Term                  Average Daily Attendance (A.D.A.)  Best-28 Weeks 

    ------------------------------------------------                  ------------------------------------------------ 

    Preschool (Special ed)                                            Preschool (Special ed)                           

    Kindergarten                               11.39                  Kindergarten                               11.70 

    Elementary                                107.85                  Elementary                                109.18 

    Secondary                                 118.65                  Secondary                                 120.75 

    Exceptional                                16.09                  Exceptional                                16.09 

    Alternative Secondary                                             Alternative Secondary                            

                                          ----------                                                        ---------- 

         TOTAL                                253.98                       TOTAL                                257.72 

 

Best 28 Weeks Unit Calculation 

End of year, run the 
calculation for the best 28 
weeks of attendance. 



EDUID Merger Report New 



Units and Budgeting 

How to use Unit Calculation 
Worksheets 



Unit Calculation Worksheets   

 





Without Exceptional Secondary 

Can use the higher unit 

value 

Units used in 

Salary Based 

Apportionment 

calculation 





Best 28 Weeks/with & without Exceptional 
Secondary 

 

Used for Discretionary Funding 



Where to find related forms? 

• Attendance Manual and Emergency Closure 
Forms are located on our website at: 

– https://www.sde.idaho.gov/site/finance_tech/for
ms.htm 

• Unit Calculation Worksheets are located on 
our website at: 

– https://www.sde.idaho.gov/site/finance_tech/12_
13_budget.htm 

 

https://www.sde.idaho.gov/site/finance_tech/forms.htm
https://www.sde.idaho.gov/site/finance_tech/forms.htm
https://www.sde.idaho.gov/site/finance_tech/12_13_budget.htm
https://www.sde.idaho.gov/site/finance_tech/12_13_budget.htm


SY2014-2015 Statistics 

> 1,946 New Students this year that entered Idaho’s public education system 
> 291,000 Enrollment count  (Non Weighted) 
114 Districts and 48-49 Charters reporting = 162/163   

SY15: 114 Districts 48-49 Charters = 164: 
 1 Charter’s Closed 
 3 New Charter’s  
 5 LEA Conversion Charters 

Units calculated for the First Reporting Period: 
July 15th SY14= 14,554, Feb 15th  SY15 14,646 
        92 more Units  

Calculated  highest paid protection value .28% last Feb, this year .11% settle out .10% 
Last year 23 schools qualified for protection, this year only 18.  So the loss of 
students in areas appears to be stabilizing 

Detected over 30 major attendance related issues resulting in loss of funding for 
districts/charters – unrecoverable loss in funding for these districts/charters - Bummer 
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One On Ones 

Training for School Districts on how to use these 
reports takes place in the fall and or after your 
first uploads begin. 

• 90 people signed up late summer.   

• 55 districts participated in the Oct-Nov.  
– 54 Districts/Charters found attendance errors, and  

corrected the errors prior to December 4th upload.  

– 100% said they would run and use the reports to 
detect problems 



Sign Up Sheet for One on Ones 

• Shannon and Pam will be conducting the 
training this fall. 



Contacts 332-6840 
 

• Attendance and Enrollment: 

– Shannon Wendling & Pam Brewer 

• Buildings – New and Changes to Schools: 

– Brandon Phillips 

• Secure File Manager Website: 

– LaRae Ashby 

 


